
Staff member
observes an

event or
condition

Does the staff
member perceive

this event/condition
to be an

emergency?

Contact
x2222 or

911

Yes

Does the staff
member know who
is the Dept Chair/

Div. Manager where
the event is
occurring?

No

Contact
x2238 or

x2222

No

Report the event
to the Dept Chair/
Div. Manager per

organizational
practices

Yes

Event Discovery

Dept Chair/
 Div. Manager notified

via emergency
procedures

Police Station notifies
Dept Chair/

Div.Manager

Subject Area Section 1.

A A

A
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Immediate Event Response and Categorization

Dept Chair/ Div.
Manager Notified

of Event/
Condition

Dept Chair/ Div.
Manager initiates

Event Response as
appropriate to
restore safe

condition

Dept Chair/
Div. Manager

calls
Occurrence

Categorizer or
requests

Police Station
(x2238 or
x2222) for
assistance

in contacting
Occurrence
Categorizer

Categorizer
determines

event
Reportability and
Event Category

Event
Reportable

?

Appropriate
manager

follow-up (see
Accident

Investigation,
Radiological

Problem
Reports,

NCR,
Lessons
Learned)

No

The Facility Manager assigns responsibility for,
notifications, investigating the event, writing and

submitting the occurrence reports

Yes

B

Subject Area Section 2.

A
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Occurrence
Categorizer

Notifies ORPS
Office  of

Occurrence

Facility Manager
verbally notifies
DDO and DOE

Facility Rep.

Event
Categorized as
Emergency?

Is prompt
notification
required?

BNL Emergency Response Team
initiates verbal notifications per BNL
Emergency Preparedness Program

Facility Manager makes e-mail
notification with DOE Facility Rep.  to

 DOE EOC within 2 hours and follows up
with a phone call

Yes
Yes

Facility Manager prepares
and submits Short Form

Report or Notification
Report into ORPS

Short Form
Report or

Notification
Report

submitted to
ORPS

No

Facility Manager
notifies ORPS Office

that Short Form
Report or

Notification Report
was submitted

ORPS Office e-mails
DDO, Public Affairs,

other Occurrence
Categorizers, PAAA,
etc., that Short Form

Report or
Notification Report is

available; inform
Facility Manager of

potential similar
occurrences

ORPS Office e-mails a
"heads-up" to DDO,
Public Affairs, other

Occurrence Categorizers,
etc.

Occurrence Notifications

ORPS Office
opens ATS entry

 to track
Final Report

or Short Form
Report Corrective

Actions

No

Subject Area Section 3.

B

C
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Occurrence Investigation and Reporting

Assigned manager initiates
investigations with a formal

Critique (See Critiques
 subject area)

(Not required for Significance
Category 4, Short Form

Reports)

Additional
information
required?

Follow-up with additional
Investigations (see Investigation

of Incidents, Accidents, and
Injuries subject area)

Submit an
Update
Report?

Perform a
Causal

Analysis,
Prepare

Corrective
Actions,
Lessons
Learned

Complete
Final

Report;
obtain
Facility

Manager
approval;
and enter

(but do not
"submit")

into ORPS

Facility Manager
e-mails ORPS Office

and DDO that a
report is available for
approval on ORPS

DDO agrees
report is ready

to submit

Yes

DDO
submits

report into
ORPS

Yes

Complete Update Report
and enter (but do not
"submit") into ORPS.

Yes

DDO e-mails Facility Manager and
ORPS Office that the report is not

satisfactory

DDO e-mails ORPS Office
that the report was

approved and submitted

No

ORPS Office closes
"reporting" action and

enters Corrective Actions
into ATS

Subject Area Section 4.

No

No

C

E

D
ORPS Office notifies
Facility Manager that
report was submitted

Occurrence Reporting Process Flowchart
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Report Follow-Up and Action Close Out

ORPS
Report approved
by  DOE Facility

Rep?

ORPS
Report approved
by  DOE Program

Manager?

Yes

ORPS Office
notifies Facility
Manager and

DDO of rejection

No No

Facility Manager resolves
comments and revises report

(within 21 days)

ORPS Office enters report
revision due date in ATS

Facility Manager
notifies ORPS Office
as corrective actions

are completed or
revised due dates are

needed

ORPS Office closes
corrective actions in

ATS and ORPS
Yes

When last corrective
action is complete,

ORPS Office closes
the occurrence in

ATS

Subject Area Section 5.

E

D
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